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1. Enter the Supervisory Organization in the Search box. 
 

2. Select the Supervisory Organization from the Search Results. 
 

3. Click Unavailable to Fill. 
 

 
 
4. Click Related Actions > Position Restrictions > Close Position. 
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5. Select the Close Reason. 
 

REASON DEFINITION 

Close Position or Headcount > Close Position > Budget Cut Position closed due to budget 
restrictions. 

Close Position or Headcount > Close Position > Conversion Do not use. 

Close Position or Headcount > Close Position > No Longer 
Needed 

Position no longer required in the 
organization. 

Close Position or Headcount > Close Position > Organization 
Restructure 

Position no longer part of the 
organization. 

 
6. Enter the Close Date of the position. 
 

 
 
Enter a Comment. 
 
Click Submit. 


